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	INVOLUNTARY ADMINISTRATIVE LEAVE FORM

Marshall County, Alabama



	Name:
	     
	     
	     
	Employee No.
	    

	
	(Last)
	  First)
	(Middle)
	

	Department:
	     
	Date:
	     
	

	
	
	
	
	

	
	 CHECK ONE:
	Employee is to be placed on paid administrative leave:
                      Number of working Hrs.
	        
	

	 FORMCHECKBOX 

	The leave is necessary or appropriate during the         course of an administrative investigation.
	
	Time
	 FORMCHECKBOX 
 A.M.
	
	
	

	 FORMCHECKBOX 

	The employee is disrupting normal business operations.
	From: 
	     
	 FORMCHECKBOX 
 P.M.
	     
	  
	    

	 FORMCHECKBOX 

	The employee is reasonably believed to represent a danger to themselves or others.
	
	
	
	Month
	Day
	Year

	 FORMCHECKBOX 

	This action is being taken prior to a recommended termination.
	
	
	 FORMCHECKBOX 
 A.M.
	
	
	

	
	
	Through:
	     
	 FORMCHECKBOX 
 P.M.
	     
	  
	    

	 FORMCHECKBOX 

	It is in the best interest of the County for other legitimate business purposes not to have the employee in the workplace or at the worksite while considering an appropriate course of action.
Provide explanation below.
	
	
	
	Month

	Day
	Year


	
	      
	
	
	
	
	
	

	Reason For Leave if in the best interest of the County:
	     


	
	
	

	Appointing Authority/Designee Signature:
	
	Personnel Administrator Signature

	
	
	

	Date:
	     


	Date:
	     


Must Complete a Notice of Personnel Transaction Form (MCAPF-22) & Submit to Personnel. (See instructions on back)
11.7.5 Involuntary Administrative Leave It is the policy of Marshall County to place employees on an administrative leave of absence in situations where the County believes that the employee’s absence from work would be in the best interests of the County.  Administrative leave is not disciplinary in nature. An Appointing Authority may place an employee on administrative leave in the following circumstances:

1. The leave is necessary or appropriate during the course of an administrative investigation;

2. the employee is disrupting normal business operations;

3. the employee is reasonably believed to represent a danger to themselves or others;

4. prior to a recommended termination; or

5. it is in the best interest of the County for other legitimate business purposes not to have the employee in the workplace or at the worksite while considering an appropriate course of action.

STANDARDS

An employee may be placed on an administrative leave of absence in situations where the County believes that the employee’s absence from work would be in the best interests of the County. Unless a situation arises of such a nature that immediate action must be taken, the Appointing Authority shall confer with the Personnel Administrator prior to placing an employee on administrative leave. The Appointing Authority, at his/her discretion may authorize administrative leave for a period not to exceed 5 working days.  The Appointing Authority will complete and submit to the Personnel Administrator the necessary paperwork required to place the employee on administrative leave.  Upon the approval from the Personnel Administrator, the Appointing Authority may extend the leave for an additional 25 days.  If the Appointing Authority desires to keep an employee on administrative leave beyond 30 days, the Appointing Authority must present a written request to the Personnel Board for approval.   Administrative leave is non-disciplinary in nature.  Administrative leave will not count as hours worked for the purposes of calculating overtime.

PROCEDURES

a) The Appointing Authority will consult with the Personnel Administrator when deciding whether to place an employee on administrative leave, unless a situation arises of such nature that immediate action must be taken.

b) The Appointing Authority will submit a report by the next business day to the Personnel Administrator describing in detail the reason(s) why the employee is to be placed on administrative leave. 

c) The Appointing Authority will complete a Personnel Transaction form placing the employee on leave and submit it to the Personnel Administrator.  The Personnel Administrator will sign and forward the form to the payroll department for entry into the payroll system.  

d) An employee on administrative leave with pay must leave a telephone number where he/she can be reached (or a message left).  The employee must also be in a work-ready status at all times during his/her regular scheduled time, and be able to report to work with short notice.

e) The Appointing Authority will notify any employee placed on administrative leave of the reason for the leave.  Such notice may be mailed to the employee’s last known home address of record if necessary.   A copy of the notification will be sent to Personnel for placement in the employee’s personnel file.

f) If an employee has been placed on administrative leave pending the results of an internal investigation, upon completion of the investigation, the Appointing Authority will revoke any administrative leave and direct the employee to return to work or, if warranted, initiate disciplinary action. 
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